
F'I L E D 
E E V t 5 C A  O F  REGULATIONS 

TITLE 430 - STATE RECORDS ADMINISTRATOR 

Chapter 4 - ESSENTIAL RECORDS AND PRESERVATION DUPLICATES 

001 Essential  Records 

- 001.01 Agency  heads shal l   des ignate  which i f  any records  
agencies  shal l   be  essent ia l   records.  

o f   t h  le i  r 

001.02 Only   t hose   reco rds   wh ich   s t r i c t l y  and a b s o l u t e l y   f a l l   w i t h i n  
t h e f i n i t i o n   o f   e s s e n t i a l   r e c o r d ,  whether i n  Category A 

. 'o ther   records  which  are  usefu l ,   but   which  are  not   absolute ly .  
o r  Category B, s h a l l   b e  so designated. Those suppor t ing  records  and 

e s s e n t i a l   a c c o r d i n g   t o   t h i s   d e f i n i t i o n ,   s h a l l   n o t   b e   d e s i g n a t e d   a s  
essen t ia l   reco rds .  

001.03 When the  agency head sha l l   de termine   wh ich  i f  any   records   o f  
an  agency are   essent ia l   records ,   such  de terminat ion   sha l l   be  i n  
w r i t i n g ,  and one copy   sha l l   be 'kep t  by' t h e  agency  head  and  one  copy 
s h a l l   b e   s e n t   t o   t h e   A d m i n i s t r a t o r .  

002 Preserva t ion   Dup l ica tes  

a n d e a r ,  and i f  made by.means o f  photograph,  microphotography, 
002.i01 A preservat ion  dupl icate,   shal l   be  durable,   accurate,   complete 

photocopy, film, m i c r o f i l m ,   o r   s i m i l a r   p r o c e s s e s ,   s h a l l  be prepared i n  
con fo rm i t y   t o   s tandards   p resc r ibed  and  approved  by  the  Board. 

002.02 No process   sha l l   be   used  fo r   p repar ing  a p r e s e r v a t i o n  
m a t e  u n l e s s   s t a n d a r d s   f o r  i t s  use  have  been  prescribed. 

d u p l i c a t e s   o f   e s s e n t i a l   - r e c o r d s ,   o r  may des ignate  as  preservat ion 
002.03' The Admin i s t ra to r  may  make o r  cause t o  be made p rese rva t i on  

d u p l i c a t e s   e x i s t i n g   c o p i e s   t h e r e o f .  

002.04 A p rese rva t i on   dup l i ca te  made by a photograph ic ,   photos ta t i c ,  
m ic ro f i lm,   m ic rocard ,   m in ia tu re   photograph ic   o r   s im i . la r   p rocess ,   wh ich  
accurately  reproduces  or  forms a durable medium f o r  so reproduc ing   the  
o r i g i n a l ,   s h a l l  have t h e  same f o r c e  and e f f e c t   f o r   a l l  purposes  as  the 
o r i g i n a l   r e c o r d s ,   . w h e t h e r   t h e   o r i g i n a l   e x i s t s   o r n o t . ,  .' 

002.05 A t r a n s c r i p t ,   e x e m p l i f i c a t i o n ,   o r   c e r t i f i e d   c o p y   o f   s u c h  
p r e s e r v a t i o n   d u p l i c a t e   s h a l l   f o r   a l l   p u r p o s e s   b e  deemed a t r a n s c r i p t ,  
e x e m p l i f i c a t i o n   o r   c e r t i f i c a t i o n  copy o f  . t he   o r i g ina l   reco rd .  

m a t e  unless,  under   t he   genera l   l aws   o f   t he   s ta te ,   t he  copy  has 
002.06 No copy o f  an   essent ia l   record   sha l l   be   used as a p rese rva t i on  

t h e  same force  and e f f e c t   f o r   a l l  purposes as t h e   o r i g i n a l  record.  
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003 Safeguarding  Essential Records and Preservation  Duplicates 

003.01 The Administrator may establish  storage  facil i t ies  for 
essential  records and preservation  duplicates. 

003.02 The Administrator  shall  properly  maintain  essential  records 
andpreservation  copies  stored by  him. 

003.03 An essential record or  preservation  duplicate  stored by the 
m s t r a t o r  may be removed  by the  regularly  designated  custodian  for 
temporary use when necessary for  the proper  conduct of his  office and . 
shall be returned immediately a f te r  such use. 

003.04 The Administrator shal l ,  upon the  request  of  the  regularly 
designated  custodian  thereof, provide for  the  inspection of  an  
essential.record  stored by him, or  for  the making of certif ication 
copies  thereof, and such copies when certif ied by the Administrator 

by the  regularly  designated  custodian. 
sha l l  have the same force and effect  for a l l  purposes as  if   certif ied 

003.05 . When an essential   state record i s  .required by law to be 
treated i n  a confidential manner, the  Administrator shal l  p ro tec t   i t s  
confident.ia1  nature as well as that  o f  any preservation  duplicate  or 
other copy thereof. 

003.06 No essential record or preservation  duplicate shall be 
m y e d  . 

- 

avai lab i l i ty  of essential  records by using builtin  dispersal, designed 
003.07 Each agency head shall make an effor t  t o  protect  the 

dispersal,  duplication,  offsite  storage,  or such other methods of 
protection  as may  be determined suitable  for  that   particular 
situation. 

,004 Review  of  Program  The Administrator  shall review periodically, and 
a t   l e a s t  once a year,  the program for  the  selection and preservation of 
essential  records,  including  the  classification  thereof and the  provisions 

and preservation  duplicates  to  insure t h a t  the purposes of the Records 
for  preservation  duplicates and for  the  safeguarding  of.essentia1  records 

Management  Act are accomplished. . . .  .. 
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